Once selected select Mass Update in the Bulk Action drop down
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Bulk updating records can be really handy - if a colleague v s e [REES
eis leaving your firm, you can mass update all of their VIRV T N A To Target List el
clients and assign them to another colleague/user. To Bulk S PSRN - Limitcd Partnership
Update navigate to the module where the records you are 7 ik

updating are and use the Search Filter to find the records
you wish to update. For this example we'll be using the 4
Organisations module.

Scroll down the selected records page to find the Mass Update
« form below. Here you can make your updates such as changing the
Assigned User, Customer Grade or Client Type. Once you've made all
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Assigned User: Type: --None-- n
@ View Organisations O RGA N l SAT l O N S o = ) -
Industry: None- n Billing County: None- n
RO State: -None-- n ‘Customer Feedback Score -None-- n
@ Import Organisations & Business Type ~None-~ . B2 veceieviaen ~None-- n
= = o —n e
@ Onb)arding\fl'ew I/i P840 102 Jermyn Street Organisations n Business SubType —None— n
Customer Grade -None-- ‘Accounts Software | --None-— n
Audit ~None-- n Client Type ~None- n
Once you've fou nd O RGAN ] SAT | O N S Introducer Grade introducer_grade . Ltd CoType td_co_type list .
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J/  2saL01 T updates on the records. Are you sure you want to update the 5 selected recard(s)?
:‘ oy j“‘d‘jj”"e“""" Once done the records “ Cancel
= will be updated.
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